
 
 

 

Financial Policies for the Employee 
Handbook 

Alumni Benefits 
 
Newbold College alumni receives a 10% discount when booking lodging at the College.  

Board Members 
 
Newbold College Board members can stay gratis in College guest accommodation for one week per 
year. Additionally they receive the same discount on accommodation as alumni. 

Educational Allowance 
 
This policy is intended to provide financial assistance for children of salaried full and part-time 
employees of Newbold College who are enrolled in Seventh-day Adventist primary, secondary and 
tertiary education. The assistance will be pro rata per percentage of working hours. 
 
1. Primary and secondary education  
 

Newbold College provides educational allowance to cover 50% of fees for children of staff 
attending Newbold School and 50% of fees for attending Stanborough School. Staff with 
children attending SDA schools in their home union will receive the same level of educational 
allowance, up to the same amounts as above. The educational allowance is a taxable benefit. 

  
2. Tertiary education 
 

Employees with dependents attending Newbold College will receive educational allowance 
covering up to 40% discount on tuition, room and board or up to 60% on tuition only. The 
allowance is a taxable benefit. 

 
a. The educational allowance shall not include charges for private music lessons except 

where such lessons are required for credit towards music majors or minors, in which 
case the above percentages may be applied on the basis of the tuition ordinarily 
charged for an equivalent number of credit hours 

 
b. In all cases support will be restricted to required fees after taking into account all other 

financial assistance received. 
 

Newbold College has an agreement with Friedensau Adventist University and Saleve Adventist 
University, where dependents of Newbold College employees will receive 30% discount on 
tuition when studying at either of these institutions. 

 
3. Summer School 
 
Newbold College has an agreement with Saleve Adventist University where Newbold College 
employees can attend its summer school in French at no cost. 
 
 

  



 
 

 

Expense Claims 
 
Staff who incurs expenses in the process of executing their duties for Newbold College shall be 
reimbursed. The process for reimbursement is as follows: 
 

1. Ensure prior authorisation of the expense by appropriate line manager. 
2. Fill in an expense form listing all expenses incurred for which reimbursement is sought. 

Reimbursement must be claimed within 30 days of incurring the expense. 
3. Attach all receipts, signed by the claimant. Credit card receipts are to be avoided as they do 

not specify the expense. If the expense is for a meal with more persons, all persons partaking 
of the meal should be listed at the back of the receipt. 

4. Ensure that the numbers on the form add up. 
5. Submit the form to the line manager for approval who then will forward the signed form to the 

Management Accountant. 
6. Expense forms are normally processed within a week, and the amount reimbursed is 

transferred to the staff member’s bank account. 

Meals and Venues 
 
Newbold College staff can purchase meals in the College cafeteria for a subsidised rate. They can also 
book venues at the College for occasional private functions at 50% discount.  

Removal Expenses 
 
When new staff moves to the vicinity of Newbold College to take up a position here, the College may 
assist with removal costs for bringing personal belongings to a new dwelling if the post has been 
advertised nationally/internationally, the new staff is appointed for not less than three years and 
relocation is required for the post. Three quotes for removal van or a van hire is requested. The College 
will normally cover the lowest quote. All expenses shall be approved with the College ahead of time. 
The appointment letter should state whether the individual is entitled to relocation expenses. 
 
Newbold College does not cover shipping of vehicles. 

Staff Accommodation 
 

Statement of philosophy 

Staff is encouraged to buy or rent their own property. However, it is in the interest of the College 
that some staff live nearby or on the College campus. A number of staff come from abroad, and 
buying a property may be difficult and not in the interest of the staff member. There are also staff 
members who move to the College from parts of the UK where house prices are not comparable to 
those in the vicinity of the Newbold, so acquiring a property might initially be prohibitive.  

At least one salaried staff member from the Student Services Department with responsibility for 
residence halls must live in residence and others are encouraged to live on campus or nearby.  

 

 

 

 

 

 



 
 

 

 

Period of Tenancy 

Staff members may have access to College accommodation when they commence employment. At 
the commencement of the tenancy the College representative shall inspect the property together, 
noting the condition and any possible problem areas. At the completion of the inspection and before 
moving in the staff member will be required to sign a tenancy agreement. The period of tenancy is 
one calendar year and can be renewed four times by mutual agreement. Only in exceptional 
circumstances may the tenancy be renewed beyond a five year period upon a written application at 
least 3 months prior to termination of the initial five years, but maximum up to a total tenancy of 
ten years. 

Deposit 

An initial deposit will be charged payable in full at the start of the tenancy. The rate of the deposit is 
reviewed regularly. 

Rent 

Rent is charged monthly and deducted from wages/salary. The cost of gas, electricity, water and 
council tax will be the responsibility of the tenant. 

Insurance 

The College insures its buildings against the usual risks but does not include its content. Tenants are 
therefore advised to insure their own possessions against the risk of damage and loss. The College 
will not be responsible for any losses or damage. 

Fittings and Equipment 

The College undertakes the provision of basic services and equipment, such as interior decoration, 
flooring, fittings, a standard cooker, towel and curtain rails and fittings.  Tenants who do not to 
accept the cooker provided by the College, may purchase their own. In liaison with College 
maintenance staff, fitting and maintenance of the cooker will then become the responsibility of the 
tenant. 

Repairs and Maintenance 

The Chief Financial Officer (CFO) in consultation with the Senior Leadership Team is responsible for 
the assignment of staff accommodation, and any problems such as repairs or failure of services 
should be brought to his/her attention as soon as possible through The of Campus and Estate 
Services. Urgent matters will be dealt with urgently whereas regular maintenance will be carried out 
as quickly as the workload of the maintenance department will permit. 

Decoration 

The Campus and Estate services team carries out normal decoration of the exterior of its properties 
and a basic interior decoration of emulsion paint of neutral colour on interior walls and white paint 
on interior woodwork. Any decoration thereafter shall normally be as determined by The Campus 
and Estate Services Committee. 

Use and Maintenance of Grounds 

The surrounding gardens or grounds of the property shall be kept in a respectable condition by the 
tenant. The College reserves the right to inspect a property during the tenancy, after prior notice has 
been provided. Tenants in subdivided properties with grounds shared in common shall share the 
work of maintaining the ground. All hedges and lawns in residential blocks, such as Popeswood  

 



 
 

 

 

Lodge and Woodfield Place, will be maintained by the Campus and Estate Services Department of 
the College. 

Care of Accommodation 

It is the responsibility of the tenants to care for the property they occupy, reporting any faults or 
damage to The Head of Campus and Estate Services as they are discovered. 

Tenants shall not undertake any structural repairs or decoration themselves or make any alterations 
to their accommodation. This applies particularly to the electrical, heating, sanitary and water 
systems. Tenants who disregard this regulation shall meet the cost of making good any damage they 
cause. Improvements may be made by the tenant only on prior approval of the College. 

On expiry of the tenancy the property will be subject to an inspection prior to the departure of the 
tenant.  This inspection will be compared to the original inspection report. Charges will be made for 
any damage done apart from normal wear and tear and for cleaning when the property is not left in 
a fit state for the reception of a new tenant. 

Charges 

The tenant shall be responsible for the costs of electricity, gas, water and telecommunications 
relating to the property. 

Storage 

In keeping with Bracknell Planning Department requirements, tenants are permitted to store their 
own domestic caravan or boat in the area of the housing as long as they are not used as separate 
accommodation. Where tenants share a common ground area the CFO should be consulted prior to 
any such large items being stored around the houses. All household items that are currently not in 
use should be stored within housing facilities or put in commercial storage. 

Sub-letting 

Sub-letting is not permitted. 

  



 
 

 

Travel Expenses Policy 
 
Newbold College may authorise travel in connection with an employee’s work for off-campus 
professional activities.  
 
1. Travel Expenses  

a. Travel expenses for all authorised travel for the College shall be reimbursed according to 
current policies and rates.  

b. Staff should use the College expense form for claiming reimbursement for travel expenses. 

c. For journeys utilising public transport, tickets will be reimbursed against receipts. 

d. Authorised car travel will be reimbursed in line with current Fixed Profit Car Schemes 
regulations for mileage rates. The current rate is 45 pence per mile for staff who do not 
receive car allowance and 25 pence per mile for staff who do receive car allowance. (It may 
be possible to claim the difference of 15 pence against tax.)  

e. All employees receiving reimbursement for their car travel are expected to ensure that 
they have comprehensive car insurance which includes cover for business use. 

2. Per Diem 

Staff travelling on authorised business to fulfil their professional duties are entitled to claim 
reimbursement for food and other necessary expenses at the following rates: 

a. Within UK: up to a daily maximum of £30 against receipts. 

b. Within the Trans-European Division territory: up to a daily maximum of £36 against 
receipts 

c. Outside the Trans-European Division territory: up to a daily maximum of the General 
Conference rates for the territory against receipts 

 


